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DD/S 63-4511 


Executive Registry 


2P OCT 1963 


1 \k *>:.£ LQ±„ 


MEMOR AN DU M FOR; '•'Director of Personnel 

' ' r '!<•>: of *v;ct*.T ifv 




ooic.u Sian 


SUBJECT 


; Reporting Fmplovee ic> 


E f or several vears '.vp have hern us ire a oystf t> of reportum emplcTvec 
emergencies by telephone, as the eme , *gt ncies occur, to this Office and to the 
Office of toe Executive Director as well ms to nth- r iopfi -c*tr>d oompOTmTits of 
i'tc Agency, J. am told that sir n of vou has a. s opa ran md. in some onset; a 
somewhat more formalized system for having cmerm- .oD s rpn pytrvi. to vou 
Tor the most part, I am .sure that these systems wort pn ; irelv s a H sfa ctorUy 
I tier G are, however, times v/soti the svsmm of to lenb mn ronimunication to 
tilts Office and to the Office of the bxecut ivo D* re; -for .ions tint completely 
...cr/c its purpose to everyone s satis fact oti. With a. iov f toward improving 
our average for customer satisfaction, f have bad a fr -*m devdened for use' 
ny each of your offices in r< porting emid''vet. ecu roc 'ies simultaneously to 
this Office, the Office of the Executive D> rector. ho < iffi.-e of tin? e'her Demur r 
Di-toctor concerned, and inoividual snnol* ■mentn'ev dis •iRition as determined 
by tne originator which mi pi t include, tor example, tl 1 Assistant to the 
Director for public information 


2, * have no desire to disturb your existinor intf'P 1 !! reporting systetus 

nor to superimpose a new system over thorn. The obi- *cts ve is to provide a 
method somewhat more .systematized than a «.e*-im. of ■ i> ^hnw? call ; to 
permit simultaneous reporting to all interested nn.-tie.* Dsinr this fnrm 
whichever of your offices re -.elves inform .r-m about •> . o-mUntee emercenev 
first would complete th.e repaired number of route ; of ho form and distribute 
hem immediately and simulmneansly fh.ron«>b rim anevrai »c tube system 
incidents which occur durfm the night hut are not seri us enoua-b to warrant 
mousing the interested patty should l.-e reported on this Uu m first fh ng the 
following morning i.n time for the information o h< -or .j v ..| no inter than 
0845. A few examples of the kind of thine T have in mi d may illustrate the 
purpose ; 


a. Recently an employee who a m * : supposed tt ho a.\vav ‘or -hr-* 
weekend visiting relatives turned up in a Midwest ■ »i1 This infor- 
mation came to the Agency via the Office of Reentry. To rennri 
this information using the now form, ‘he Spooritv .ff* or \\/ho received 
the Information would complete the attached form t crouch conies to 


■ Jv 1. 1 . *1 


ll 
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notify the Deputy Director (Support ), the Executive Director, tlte Deputy 
Director of the component to which the emu levee was assigned, the 
Director of Personnel, and the Assistant to tie Duvi tor. If the ir. for- 
mation had been received bv the Office of Secarir, during the night, 
the form would have been completed and dt snatch d i v nnctu matte tube 
to the addressees at 08 $0 in the moraine-. 

b. A senior employee enrolled >n an OTH course given at the 
Headquarters building l-ecame suddenly ill. and tie Medical Staff 
was summoned immediately. In tliis case, the Medical Officer would 
have completed the form, without divulging any iroicssional confidtmees, 
and had it distriJjuted be pneumatic tube inane dP.u-.iv to the Executive 
Director, the Deputy Director (Support), the Dire; tor of Personnel, 
and the Deputy Director of the component io whic! the employee was 
assigned. In this case, there would be no need tc no ir/ the Director 
of Security or the Assistant to the Director. 

c« An employee suffered a hear! attack while ofi duty and away 
from the Headquarters pudding. The Ofi ice of Personnel was the first 
component to receive the reoort at this incident. Phe new form would 
be completed by the Office of Personnel in enough cot ies to make 
simultaneous distribution to the Executive Direct r. the Deoutv Director 
(Support), the Deputy Director concerned, and the Cl-ief, Medical Staff. 
In this case, notification to the Director of Security ; :nd the Assistant 
to the Director would be discretionary and decide- according tc the facts 
and specific circumstance: of the incident. 


The Office of Personnel has a supply of these forms and will make them 
available upon request . Urn 11 we have some experienc e with the use of these 
forms and introduce refinements which will, no doubt, he desirable, the 
general rule of thumb should be: when in doubt --report. Meanwhile, If you 
have any questions please discuss them with dob Wilts..- who can be reached 
on extension 


25X1 


25X1 


Unless you have some specific objection I would like to start using this 
new system immediately. 


■; : y i 1 1 i-i tor 

hippo rt.) 


Attachment: 

Report of Employee Emergency Form 
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TRANSMITTAL SLIP 

DATE 

28 October 1963 

TO: 

Executive Director 

ROOM NO. 

7 D 59 

BUILDING 

HQ 


For your information . 




FROM: 

ROOM NO. 

7 D 26 


Deputy Director (Su ppo rt) 

1 BUILDING I EXTENSION 

hq r 


FORM NO .0/1 1 
I FEB 55 


REPLACES FORM 36- 8 
WHICH MAY BF USED. 


: 1957 — 0-439445 


(47) 
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